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E-MORRIS Introduction

0 E-MORRIS is GSA™ system that supports billing and inventory for the Networx contracts.

0 E-MORRIS enhances the functionality of MORRIS for Networx, but is a separate web site
with separate access.

0 URL: https://emorris.fasbilling.gsa.gov

0 There are three levels of Agency access to the web site:
o Public — general info, account registration forms, reset password form
0 Agency User —inventory and billing, depending on approval of Agency DAR Admin
0 Agency DAR Administrator — Agency User, plus screens to manage other accounts

o This briefing provides an overview from an Agency User perspective.
o Inventory and billing process overview
o Web site account registration process
0 Account set-up and navigation
o Networx inventory screens
0 Networx billing reports
0 E-MORRIS help and contact info 2
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Inventory & Billing Process Overview

0 Inventory Process (could be daily on business days)
0 Load vendor Service Order Completion Notice (SOCN) file to inventory database
0 Check against Pricer & report errors to vendor (vendor may send corrected SOCN)
o Postinventory data to tables for web access

0 Billing Process (monthly)
0 Load vendor invoice, detail and adjustment files to billing database
0 Balance invoice to detail to ensure accuracy of billing data
0 Run verification check for:
— Elements populated
— SOCN for each order; billing consistent with SOCN
— Correct prices
— No duplicate billing
— No over 90 day billing
— Exceptions feed into disputes process (centralized only) and SLA count
0 Run customer billing (centralized only)
— Feed to IPAC process
0 Post data to tables for billing web reports
— View/print, download data, data layout
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FOR DATA ACCESS:

Home Page (public access) T e —

N E-MORRIS
G S I8N Enhanced Manthly On-line Records and Reports O

of Infarmation-Technology Senvices

MORRIS

ToPS e*Bil

TOPS Cridering

G54, Home

GEA, Metwor:

FaA, TEME (GaME)
Metyworx Unit Pricer
Metworx Agency Pricer

Agency users must be
authorized by the Agency
DAR Administrator.

E-MORRIS

Agency must have a copy of
the DAR Administrator letter
on file with GSA.

Enhanced Monthly On-Line Records and Reports of Information Technology Services 0
Welcome to GSA's web site for Metwaor: Billing and Inventory Managemnent

This is a Restricted Site
3 ways to get an account:

:
ou must ke a registered uzer in order to access this wehsite. If you are currently .
u :;';g Glicle registered, plesse enter your User Name and Passvord to log in. 0 RegISter NOW fOI'm
m I
. | (any user)
= E-MORFIS Home Login Now 0 Multiple Users form
User Hame | | (DAR Adm|n)
0 Links to other web Password | | o DAR Admin can create

sites (access

through web screens

controlled

Register Mow FOI’QOT Password Other LOQiI‘I Problems
separately’ as Register Nows Reset Password Reguest Assistance O If you have an account and
required)

forget your password, click
Reset Password and enter

Links to general

information about

E-MORRIS

WARHING:

This is a V.S, General Services Administration Federal Government computer system that is
"FOR OFFICIAL USE OHLY™. This system is subject to monitoring. Individuals found performing
unauthorized activities are subject to disciplinary action including eriminal prosecution.

your email address.
4
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Account Registration screen sample

This form registers one user
for an E-MORRIS account. If
wou are a DAR Administrator
and wish to register multiple
uzers, pleaze click here to
dowenload 5 form.

Please enter your contact
infarmation inta the fislds &t
the right .

* Indicates that wau must
provide this information.

Pleaze make sure to provide
a valid email addresz. Yau
will be contacted at this
address when yvour reguest
hasz heen processed.

Please enter st least one
Aoency Hierarchy Code
[&HCY. vou must enter at
lesst two characters; you
may enter up to 28, & partial
AHC means access ta all
AHCs starting with those
characters (e.g., "47" meanz
wau are requesting all AHCs
starting with 47. If you enter
47, vou don't need to enter
lewvelz that rall to it, eq.,
4712, 47001 234). You may
enter multiple AHCs, either

*Note: AHC access actually granted is subject to DAR Admin approval, and may be different from what

is requested.

m E-MORRIS Registration Request Information

# Email Address |emurri3.user@agency.gw |

First Hame |Emu:urris |

# Last Hame |User |

# Phone |123-456-7390 |

Address |1 23 Mountain Rosd |

City [West Glacier |

* Agency [TEOT
Hierarchy |TEC3

Codeis)
# Module Netwurx Inventary

Access
Metwwors: Billing

Commems Tpis iz 5 demo request for E-MORRIS access

# Indicates a Required Field

Subrmit Request

0

Form accessed through Register Now button
on the E-MORRIS home page.

Submitted form populates a request table in
E-MORRIS.

Agency DAR Administrator and GSA get a
system email with request information, and
can access the request through a web screen.

User gets a system email with UserID and
password, once the DAR Administrator or GSA
has created the account.

Agency Hierarchy Codes

0

0
0
0

Identify your requested level of data access
You must enter at least two characters
You may enter up to 28 characters

The more characters you enter, the more your
access is restricted*, e.g.

0 Ifyou enter TE, you will get all AHCs
starting with TE

o Ifyou enter TE00000000000000000000000000,
you will get only that AHC.

You may enter multiple AHCs (separated by ;
or on a separate line) =



U.S. General Services Administration

GSA Federal Acquisition Service

Navigation and Account Set-up

N E-MORRIS
G 5 I3 Enhanced Monthly On-line Records and Repords
of information-Technology Services

Home = by Account

Home m Billing Reports

Home Uset Guide FAGQ MNews ContactUs

My Account 0

m Change Password
m Change My Motifications User Hame EMORRIS.VSERTAGENCY.GOV

= Changs My Preferences First Hame |Emu:urris |

Last Hame |Llser | Y
Address 123 Mourtain Road |
City [West Glacier |
State
0

Email Address | |

Welcome Emorris User | by Accourt | Logoot

Must change password and accept Rules of
Behavior on initial log-in

Standard web site navigation
0 Tabs across top for modules

0 Links (sub-tabs) underneath for pages
within modules

Click on My Account link in top right corner
to:

0 Update POC info - optional

0 Change Password - required every 90
days

0 Change system natifications - optional

0 Change navigation preferences —
optional unless you have more than
500 Agency Hierarchy Codes
(see slides 23-26 for more info)

6
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Navigation and Account Set-up (continued)
. My Account task screens

m Change Passvword
m Change My Motificstions
m Change My Preferences

o My Preferences
My Notifications

Common Elements

Hotify me when these events occur pownload File Format
- Alternative Start Page
for Agency Billing Rows per Page
Agency Reports Available for Month Include Column Headers in Download File
Yes Agency Billing
Default Report | Service Summary b |
AHC Selector Type | Popup List Drildown gui fiters) -+ |

0 Change notifications — options for
getting system emails

0 Billing reports available

0o  Change web site preferences — options for changing navigation defaults
0 Download format — recommend tab delimited (TSV)*

Alternative start page after log-in — default is Home

Rows per page — default is 30

Include column headers — default is yes

Default report when first clicking on billing tab — default is MSOA

0 AHC selector type —default is dropdown

0 Changing these settings is optional, with the exception of AHC Selector
Type IF you have more than 500 AHCs (see slides 23 — 26)

o O O O

*Note: Default download format is comma delimited (CSV), but there is an issue in which Excel translates AHCs to scientific notation. TSV format negates the issue.
If you dont set the default here, you can choose TSV format for any report by clicking on the down arrow next to the Download icon and selecting tab delimited.
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Networx Inventory Management (NIM) browse screen sample

m Inventory Billing Reports
Inventory  HiWS SOCH

Home = Hetwors Inventory

Contract |A”— __‘;| COIIII'GICIOI;M.' ‘LIAHC Starts With..,| TE | 0 OQruLeJrByI by AHC
Service | All Vi or UBIl m Add|t|0na|
Advanced Search Options: f| Ite I‘S
Originating HIC | i Service Order Ho i i Optlonal "
cLm | I AsRH | !

0 Click on View
to see details.

% Pririter Frigncly @ Dowenload )
CONTR!

ﬂ Customize Guery

ATING HIC ORDER WO UNIT FRICE

Universal|Vendorz |ABLNTXOZMAZ |TESTASENTEOS|TE0S000000000000000000000000| TESTUBITEOS |CHS 0054008 [060000191 100 Add report
LD |Universal|Vendorz  |ABLNTXO0SMAZ |TESTASKNTEOS|TE0S000000000000000000000000| TESTUBITEOS [CHS 0034003 080000151 100 fields through
UL |Universal|Vendorz  |ABLNTXOZMAZ |TESTASKNTEOS|TEOS000000000000000000000000| TESTUBITEOS |CHS 0099013 (060000191 100 customized
LD |Universal|Vendorz  |ABLNTXOSMAZ |TESTASENTEOS|TE0S000000000000000000000000| TESTUBITEOS [CHS 0099004 | 060000191 100 uerv link

Universal|Vendorz |ABLNTXOZMAZ |TESTASENTEOS|TE0S000000000000000000000000| TESTUBITEOS |CHS 0029011 |060000191 100 q y '

Universal|Vendorl |FTGMMDAAUS? |TESTASENTEDS|TE03000000000000000000000000| TESTUBITEDS|PLS 0760311 |38931-1 16.05

Universal|Vendorl |CLMAMDOSUS? |TESTASRNTEOS|TEO$000000000000000000000000| TESTUBITEDS|PLS 0750311 |38931-1 136,96 Download
LD |tniversal|Vendorl  |FIGMMDAAUS? |TESTASENTEOS|TE02000000000000000000000000| TESTUBITEDS |PLS 0750111 [38931-1 321 contains all
LD |Universal|Vendorl  |CLMAMDOSUS? |TESTASENTEOS|TEO3000000000000000000000000| TESTUBITEDS|PLS 0750111[38931-1 3zl Govl-

LD |Universal|Vendorl  |FIGMMDAAUS? |TESTASENTEOS|TE03000000000000000000000000| TESTUBITEDS|PLS 0130509 |38931-1 174.95 requested
Universal|Vendorz |CLEXOHS5UZ8 |TESTASENTEO4|TE04000000000000000000000000| TESTUBITEDS|CPCS  |0921144|071055771 lz8.4 J.12.2-4
Universal|Vendorz |CLEXOHS5UZ8 |TESTASENTEO4|TE04000000000000000000000000| TESTUBITEDS|CPCS  |0921244|071055771 3.06 (SOCN) fields.
Universal|Vendorz  |CLEXOHS5UZS |TESTASENTEO4|TE04000000000000000000000000| TESTUBITEOS|CPCS  |0921344|071055771 96.3
Universal|Vendorz |CLEXOHS5UZS |TESTASENTEO4|TE04000000000000000000000000| TESTUBITEDS|CPCS  |0630006|071055771 27.39 8

UCED |Universal|Vendorz  |CLEXOHSS5UZS |TESTASKNTEO4|TE04000000000000000000000000| TESTUBITEDS|CPCS  |0632017 071055771 0
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NIM error report sample

Invertory  HIMS SOCH 0 Report Of SOCN

errors found and

Load Date |-NI Dates- » | Contract | Al W i Contractor :HI VJ m rep%rtEd tO
venaor.

Home = Hetwors Inwentory = Daily SOCH Error Repart

I@-A Prirter Friendly Dowenload =

N i o 0  Shows all NIM
1z Pricing failed on field: INSTALL DATE TEST f|9|ds, pIUS error

1 z TESTUEITEQS|0094008ABELNTXOSMAZ |31 -MAR-2008 11:52:47 AM
1 g TESTUBITEDS| 0093011 ABLNTHOSMAZ |31 -MAR-2008 11:52:47 AM|z0 Pricing failed on field: ICE_CASE N0 TEST descriptions.
1 = TESTUEITEOS| 009501 1 ABLNTXOSMAZ |31 -MAR-2008 11:52:47 AM|K Lecord ic missing reequired fields:ICE CASE NO TEST
1 z TESTUBITEDS|009201 1 ABLNTXHOSMAZ |21 -MAR-2008 11:52:47 AM|1g Pricing failed on field: INSTALL DATE TEST
1 2 TESTUEITEOS|003301 1ABLNTHOZMAZ [21-HAR-20058 11:52:47 AM[130 Billing Pricer error: unable to determine price B-Table|TEST 0 Vendor errors
1 z TESTUBITEDS|0094003ABLNTHO3MAZ |31 -HAR-2008 11:52:47 AM|1g Pricing failed om field: INSTALL DATE TEST can Only be
1 z TESTUBITEO4|0630006CLEXOHS 5028 |31 -MAR-2008 11:52:47 AM|18 Pricing failed on field: INSTALL DATE TEST
1 z TESTUEITEDS| 0095004 AELNTXOSMAZ | 31 -MAR-2008 11:52:47 AM|1g Iricing failed om field: INSTALL DATE TEST corrected by a
1 z TESTUBITEO4|0921344CLEXOHS 5028 |31 -MAR-2008 11:52:47 AM|18 Pricing failed on field: INSTALL_DATE TEST new SOCN from
1 g TESTUEITEC4| 092174 4CLEXOHS 5028 |31 -MAR-2008 11:52:47 AM|18 Fricing failed on field: INSTALL DATE TEST the vendor — GSA
1 z TESTUBITEO4|0921144CLEXOHS Uz |31 -HMAR-2008 11:52:47 AM|1g Pricing failed om field: INSTALL DATE TEST
1 z TESTUEITEO4| 063501 7CLEXOHS 5028 |31 -MAR-2008 11:52:47 AM|1a Fricing failed on field: INSTALL DATE TEST does not Change
1 = TESTUEITEOS| 009501 3AELNTXO3MAZ |31 -MAR-2008 11:52:47 AM|18 Iricing failed om field: INSTALL DATE TEST vendor SOCN
1-12 =
data.
w
< >
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Billing Reports

Billing Summary — total charges by vendor and contract

MSOA — charges by Networx service type and category

Service Summary — charges by Networx service

Call Detail Summary — usage charges by phone/card number

CLIN Detail — charges by CLIN

Vendor Adjustments — detail of vendor adjustments

GSA Adjustments — detail of GSA adjustments (central only)

Charges by Service —total charges by AHC and service (download only)
UBI Summary — charges by vendor Unique Billing Indicator

GSA Disputes — detail of disputes filed by GSA on behalf of Agencies (central only)
(Future) Vendor Disputes — detalil of disputes as provided by vendors

O O O OO0 O 0o o o o o

o Allreports apply to central and direct billing, unless noted above.
0 Allreports have printer friendly and download options, unless noted above.

o Data layouts are available with the download files, and in the billing report user guide.
10
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MSOA/Reports Availability

Select Report Criteria

el - . )y - Bill Periotl Vendor Contract,quc TEC
0 E-MORRIS “bill period” is the usage month | memonveer ] contramiect [conra ¥]

0o The vendor invoice is delivered by the 15" business day of the following
month (approx. the 215t or 22n9)

0 E-MORRIS billing reports are available 2 months after the usage month
(between the 10t — 15t calendar day)

0o For example:

Usage Vendor Invoice E-MORRIS IPAC / BIll
Reports (central)
Jan1-31 dated Feb 2008, dated Jan 2008, dated Jan 2008,
delivered by Feb 21 | posted between Mar | billed between Mar
or 22 10-15 22 - 28

11
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Billing Summary Report Sample

E-MORRIS

Summary MSOL  Service Summary Feports  Charges by Service  Adjustmert Reports  Detail Reports . Summary Reports  Dispute Reports
Home = Billing Repords = Summany

wielcome Emorris User | My Accourt | Logout

FRervice Summary Reports

Hoetail Reports
L[5 CLIN Detail
SFSummary Reports

= Call Detail Summary
= Bl Summary

Ao Foporia There are multiple ways to navigate through the billing reports:

MG Aep e 0 Report list to the left of the page (you can hide or show this list
as you choose)

0  Links across the top under the Billing Reports tab
0  Links from within summary reports to lower level reports

Click to Select o I -
= Select Report Criteria  AHC | TEQT Q000 0000 Q000 Q000 0000 0000 - Bl bt | m
ErReports Central Direct E-Central ~ i
24l Billing Reports - 0
R <Fummary
— EMS0a @ Hide Selection Box % Printer Friendly Dowynload =] @ U=zer Guide

— & Communications Transpoart A
Networx Billing Summary By Month
~E P Bazed 9 v ey
- = Optical Agency Hierarchy Code: TEQ1000000000000000000000000 Bill to AHC: TEQ1000000000000000000000000
~ B Managementispplication Agency Hame: Agency E01000 BOAC: TESTO1
 E Security Line of Accounting: CentralDirect: Central
- E Special
- EHwireless 0
- Haccess January 2008
— E Mizcellansous
7= Histaes by Service Vendor Total Uniwversal Enterprise
+i djustment Reports
13 G5 Adustments Vendor2 409,729.73 20373633 205,993.40
|8 vendor Adjustments Total 409,729.73 203,736.33 205,993.40 0

Highest level
summary of
charges by
Networx vendor
and contract

Query by AHC
and
Central/Direct

Link from
amounts to
corresponding
MSOA

12
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Monthly Statement of Account (MSOA) sample

Select Report Criteria

v Ea

0  Highlevel
@ Hide Selection Box = Printer Frisndly Dewninad = @ User Guids sum mary of

THIS IS MOT & BILL - DO MOT PAY IE‘ Charges a.t

Networx H
G S ‘e‘ Monthly Statement of Account SerV|Ce Type/
January 2008
Billing L evel Category level
Contract: Universal Bill to AHC: TEC1 000000000000000000000000
Vendor: “Yendorz Agency Hame: Agency E01000
Agency Hierarchy Code: TEQ1000000000000000000000000 BOAC: TESTMM

Line of Accounting: CentralDirect: Central O Q u e ry by B i I I
Networx Contractor Charges Pe”Od, Vendor,

Usage Usage Monthhy Taxes & Vendor GSA Total Networx C ntra t AHC
Hetworx Services Volume Amount Recurring Hon Recurring Surcharges USF PICC Adjustments Total Charges Adjustments Charges o C ]

Telecommunications and
Services C I/D 1
Communications entra I reCt
=CmLNC SIS 0.0 264.82 2,551.72 2,041.05 z16.00 22015 | 0.00 (5.00) 11,389.73 (1,650.82) 9,738.91
Transport Services
|P Bazed Services 0.0 268.27 108.36 0.00 o4s| o0z7| ooo (410.25) 57.10 191000 [123.30]
Oplical Services 0.0 0.00 | 155.074.50 0.00 ooo| ooo| ooo 0.00 155,074.50 0.00 155,074.50
Subtotal H
Telecommunications 0.0 523.09 | 157.824.58 8,041.05 21744 | 330.42 0.00 [415.25] 166,521.33 (1,841.82) 164,679.51 O L I n k fro m the
Networx
Manaaenient anid 2a00| 1213499 1.576.53 8,121.30 zgazz| ooo| ooo 0.00 11,310.54 0.00 11,310.54 H
Application Services : ) ' - A Servl CeS
Security Services oo 000| 10623413 14,150.00 so000| 000|000 0.00 2543413 o.oo 25,434.13 Co I u mn to th e
Special Services 0.0 0.00 0.00 2,140.00 ooo| ooo| ooo 0.00 2,140.00 0.00 2,140.00 Correspond|ng
Wireless Services 0.0 0.00 168.17 0.00 3.98 0oo| 000 0.00 172,15 o.oo 172,15 SerV|Ce
Access Services O LSS 0.08 o.00 eoof ool o080 o-ee o.00 e 000 SU mm ary re pO rt
Miscellaneous 0o 0.00 0.00 0.00 ooo| ooo| ooo 0.00 0.00 0.00 0.00
Federal Relay Service 0.0 0.00 0.00 0.00 ooo| ooo| ooo 0.00 0.00 0.00 0.00
Total Charges 240.0 | 1,736.58 | 170,253.91 32,452.35 1,220.64 | 330.92 | 0.00 (41525 205,578.15 [1,841.82] 203,736.33

For questions concerning this report, please contact the FAS Billing Help Desk at 1-877-944-8677 or fasbilling.help@gsa.gov. 13

THIZ IS MOT A BILL DO MOT PAY
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Service Summary report sample

Select Report Criteria

LI e P
Bill Period | Jan 2005 W | Vendor i‘v‘endor? * | Contract | Universal vi

AHC i .TEO1 0000 0000 0000 0000 0000 0000 - Bill

Break On | Vendor il Service Type : Communicstions Transpart Services W | CentralDirect | Central

@ Hide Selection Biox % Printer Friendly Diowyenload () @ User Guide

Networx
Summary By Service
January 2008
Communications Transport Services
Billing Level

GSA

Bill to AHC: TECH 000000000000000000000000
Agency Hame: Agency EO01000
BOAC: TESTOM
Central/Direct: Central

Contract: Universal
Vendor: Yendar2
Agency Hierarchy Code: TEQ 000000000000000000000000
Line of Accounting:

Usage Usage Monthhy Non- Taxes & Vendor GSA

Volume Amount Recurring Recurring Surcharges UsFk PICC Adjustments Adjustments
Asynchronous Transfer Mode 0.0 .00 0.00 .00 0.00 0.00 0.00 0.00 0.00
Circut Switched Data oo 0.00 0.00 000 0.0 0.00 0.aa 0.0 0.0
Combined (local and Long distance) 0.0 0.0a 0.0 0.aa 0.a0 0.00 0.0 0.00 0.0
Ethernet 0o oo 0.a0 o.oo 0.a0 000 oo 0.a0 0.a0
Frame Relay oo 0.0 a05 .94 oo 10.52 42 .69 0.0 0.a0 (=N =l=y]
Private Line oo 0.00 0.00 000 0.0 0.00 0.aa 0.0 0.0
Toll-Free 0o 212032 1,281.28 2,041.05 20462 27592 0.0 [5.00) (1,165 .55
Y oice oo 4178 25450 o.oo 1.79 4.4 o.ao 0.a0 (22300
Total 0.0 254.82 2,551.712 8.041.05 216.99 33015 0.00 [5.00] [1,650.52]

Total Networx

Charges

0.00

0.00

0.00

0.00

483.25

0.00
8,355.40
400.26
9,738.91

High level
summary of
charges at Service
level

Query by Bill
Period, Vendor,
Contract, AHC,
Service Type and
Central/Direct

Link from Service
column to
corresponding
CLIN Detail report

(Future) Link from
Usage Volume/
Amount columns
to corresponding
Call Detall
Summary report,
Vendor Adjust
column to Vendor
Adjust report, and
GSA Adjust
column to GSA
Adjust report

14
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Call Detall Summary report sample

Slac] agail Ciil
B FmEn | Jan 00 = | Vendor | Yerdar? vii‘.mqui Uriarmal (%
Co iy ablhein et W

Gty | Al b

& e Seischon B B Frimrcy 'gl'.w'..-.n-;a-u By tuiite

AN | TIECH] DO 1 DOCk DIN0 QM0N0 £ 00 000 - P

Summary
of usage
charges

GSA

Lime of S daminteg

Comnidr i Lnivor ol
Wepalai t W efncdin 2
Attty e i ey C ot TED 0000 DOO0N000 DOCD0000 00

Hatwars

ol Dl S v SUT s

Jamisy B
By Lol

Bl o AHC: TETH 00000000030000000000000

Minutes

by phone/
card
number

GSA

Query by
Bill Period,

Average  Awer:
CostMiinute Cost/Call

Usage

Lnkarsal e ok TECH B £ OO0 (OO0 DO Eaiiio Comampcing UBESCTEOR TESTASRMTEN TESTCCAMTENN TERTHICTIM [Co-aRRRFEA N ] oc a 0.00 000 1] 0.00 000 V ndor
Callalad!FOE UBCATEDGE TESTGSANTED] TEETCCAMTEDT TESTHICT2N BMNTIZ MW D C ] 0.00 000 ] 0.00 0.00 e 1
Cutipusd UBRCTEDAD TESTRSEMTED] TESTCCAMTEDT TESTHETZIG =TI MW D C 3 166140 562,20 1402 001 408 Contract’
TedlFies LRATFTEDAR TRSTARRHTRO] TEETCOANWTED TEETHEAZ I 1M D C 45 1220930 41998 21202 001 473
whakee owel IF Tawsper WBIVITECAAR TESTABRNTEOY TESTCCAMIEN ELESCAD bis it W 0 © 18 1790860 111928 268 27 0.01 1677 AHC1
Tkl T N1 A G O000N) R0 (OO0 (R0 64 3346930 60108 496,25 001 1.75 Service
TECH EF G HIODOOADOODOO0O 00000 Audic Condarncing LESIACTENEF TESTASENTED] TESTCCANTEDT ELTBRICELCT =ARFIITE OIM D C 10 4740000 474000 121349 00F 12135
CallaladFCE LRICPTREF TESTASRHTROY TERTOOANTEDY TESTHIC 1234 EEsEaxiI3d W D ] 0.00 0.00 ] 0.00 0.00 and
Cuibioaid LEMCTEIMEF TESTASRWTEO TEBTCOANMTEDN TESTHECIZM falErEzel Am [ 2 298200 29500 2686 0o 895 CentraI/
Teodl-Fram UBIMFTEMHEF TESTOERMTEOY TESTCCAMTEDD TEBTHICT2M R TET 1) o c a o000 o.oo o 0.00 000 .
Woict ovnl IF Tampad  UBWITEQIET TESTRSANTEDT TESTCCAMTEDT TESTHICE BASEIZEIT MM D C ] 0.00 000 ] 0.00 0.00 Dlrect
Tabal TED1EF & HOD 000D DOODOO00 D000 13 5038800 3ATEO0 124035 00z 95.1
Tasal Beyeasal Vepaior T 7 88,857.30 1,153.99 1736.58 0.02 22.55
O i T ol ' 88.857.30 1.153.99 1736.58 0.02 22.55
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CLIN Detail report sample

Select Report Criteria

[rrac—s | | I
Bill Period | Jan 2008 % |  Vendor |Wendor2 ¢ | Contract | Universal % | AHC | TEO1 0000 0000 0000 0000 0000 0000 - Bil

; L —_—
Service | Frame Relay vJ Central Direct | Central ¥

£

0 Detail of
charges by
CLIN. Lowest
level of data

@ Hide Selection Box Eprirﬂer Friendly Download =l @User Guide

available in
E-MORRIS.

Networx
CLIN Detail
January 2003
Billing Level

GSA

Contract: Universal
Vendor: Wendor2
Agency Hierarchy Code: TEQ1000000000000000000000000
Line of Accounting:

Install Disconn
Date Date

Dom Orig Term Billing

Service Swc Order UBI CLIN Oty Int CD HIC HNIC Period

Universal Corfract
Vender Verder?
TEQ1ABCOO00000000R00000 00000
01/20/08-

Usage

Bill to AHC: TEQ1000000000000000000000000
Agency Hame: Agency EQ1000
BOAC: TESTOM

CentralDirect: Central

MRC

NRC

GSA [ Query by Bill

Period, Vendor,
Contract, AHC,
Service and
Central/Direct

Total
Charge

Tax

Surcharge PICC

o  Download
includes all

FRS 2825088  UBIFRTEO14B TESTASRNTEQM 0000000 2 D C  WHTMMOOSUAR Giemqme 0172008 $0.00 $0.00 $0.00 $0.00 342,69 $0.00 $42 .69 GOV ’t-requeSted
04/20/08- 1
FRS 2825088  UBIFRTEO14B TESTASRNTEQM 0044404 2 D C  WHTMMOOSUAR Giimime 0172008 $0.00 $a52.97 $0.00 $0.00 $0.00 $0.00 $452.97 f|e|ds from
Subtotal for Service FRS $0.00 F452.97 $0.00 $0.00 F45.69 $0.00 $501.66 J 12 4 2 (Deta”
Subtotal for TED1ABECDO0000000000000000000 $0.00 352,97 $0.00 $0.00 342,69 $0.00 $501.66 B|”|n F|Ie)
TER1EFGHOOG0000000000000000 g
FRS 2825008 UBIFRTEO1AB TESTASRNTEQM 0000000 2 D C WHTMMOOSUAR gjﬁ?gg' 01/20/08 $0.00 $0.00 $0.00 $10.52 $0.00 $0.00 $10.52
01/20/08-
FRS 2825008  UBIFRTEO1AB TESTASRNTEQM 0044404 2 D C WHTMMOOSUAR Giemipe 72008 $0.00 $452.97 $0.00 $0.00 $0.00 $0.00 $452.97 0 Does nOt
Subtotal for Service FRS $0.00  §452.97  §0.00 F10.58 000 F0.00  §463.55 |nCIUde Ca”
Subtetal for TEQ1EF &HO0000000000000000000 $0.00 F952.97 $0.00 $10.52 $0.00 $0.00 $963 .55 deta” usage
Subtotal for Vender VendorZ $0.00 90594  F0.00 $10.52 $42.69 $0.00 $965.21
Subtotal for Universal Contract $0.00 20594  F0.00 $10.52 F42.69 $0.00 $965.21
Total Charges $0.00 $905.94  $0.00 $10.58 $48.69 $0.00 $965.21
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GSA

U.S. General Services Administration

Federal Acquisition Service

Vendor Adjustments report sample

— 0  Detail of vendor
Select Report Criteria .
Bill Period | Jan 2008 v  Vendor | vendor2 v Contract |Lniversal v | AHC | TEQ 0000 0000 0300 D300 0AOD DO - Bil ¥ E3 adJ ustments
Service i_-_.i.ll- ot i Central Direct i_'::;ﬁgal _\Zi
~ _ 0  Query by Bill
@ Hige Selection Box % Prirter Friendly Doweriload = @ uzer Guide H d d
Period, Vendor,
Contract, AHC,
Netursix Service and
A Vendor Adjustments A .
GSA January 2008 GSA Central/Direct
Billing Level
Contract: Universal Bill to AHC: TEQ1 000000000000000000000000
Vendor: Yendor2 Agency Hame: Agency E01000
Agency Hierarchy Code: TED1000000000000000000000000 BOAC: TESTO1 0 D own load has
Line of Accounting: Central Direct: Central ad d |t| O n al
: : : fields:
Vendor Gow Disp Invoice Orig Term PICC
Disp No No Date Swvc ASRN NIC HNIE CLIN €D Swvc Adj Tax Adj USF Adj Adj Total Adj Explanation O I nVO I Ce
Universa! Confract
Vemdor Verder? N U m ber
TED14B CDO0000000000000000000 GOVDISPOODY 1201207 TFS UBITFTEO1AR & $500 $000 $000 OO0 4500 Explanation of adjustment 0 Charged
TEO1AB CDO0000000000000000000 GOVDISPOODZ 124207 WOIPTS UBIWITED1AB C BMDE5 3000 000 000 -$410.25 Explanation of adjustment A
Subtetal for TECHABCDOO0D0000000000000000 F415.26  $0.00 000 000 -$415.25 mount
Subtotal for Vender Vendor2 $41525 000 000 000 -$H5.25 0 D|Sputed
Subtotal for Universal Contract 541525 0,00 $0.00 F0.00 -$415.25 Amount
Total Adjustments -$415.25 $0.00 $0.00 $0.00 -$415.25
o Bill Start

Bill End
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U.S. General Services Administration

GSA

Federal Acquisition Service

GSA Adjustments report sample

Select Report Criteria

Service : -4l w i

@ Hide Selection Box % Prirter Frigndly Download [* @ Uzer Guide

Networx
GS5A Adjustments
G S ‘f‘ January 2008

Billing Level
Bill to AHC: TEQ1000000000000000000000000
Agency Hame: Agency EO1000
BOAC: TESTOM

Contract: Universal
Vendor: “Wendar2
Agency Hierarchy Code: TEQ1000000000000000000000000
Service:
Line of Accounting:

Orig Bill USF PICC
Contract Vendor AHC Date Adjustment Reason Swc Adj Tax Adj Adj Adj
Universal “endorz TEO1ABCDOO000000000000000000 01-JAN-02 Reazon for adjustment Woice over IP Transport (25,007 (9600 0.00 o.oo
Universal Wendor2 TEQ1ABCDOOD00000000000000000 01-JAN-08 TCR:MRCTTFR25250930044404 Frame Relay WHT hA kA D05 LLAR (452.97) [pet=R=l=] 0.00 0.00
Universal Wendo2 TEO1ABCLOO000000000000000000 01-JAN-08 TCR:PICTTWCZE8040470019001 Woice MOBLAL1SUBWS (2.30) 0.00 0.00 0.00
Universal Wende2 TEO1ABCDOODO0OO0O00000000000 01-JAN-02 Reazon for adjustment Toll-Free (5.007) (5007 0.00 0.o0o
Universal “endorz TEO1ABCDOOO000000000000000000 01-JAN-02 TCR:NRCTTTF2E20369600390365 Toll-Free PRLHHIOJUBS 1,086 .05) [B2.51) 0.00 0.og
Subtotal TEQ1ABCLOD00O000000000000000 (1,641.32) (200.50) 0.00 0.0o0
Subtotal UniversaliVendor2 (1,641.32) (200.50) 0.00 0.00
Total [1,E641.32] (20050 0.00 .00

GSA

Total Adj
[121.00)
[421.98)

[2.30)
[11.00]
[1,155.56]
{1,841.82)
(1,841.82)
[1,241.82)

*Note: Transition Credit reports for Direct Bill will only be on the Transition Information Portal (TIP) web site, along with
additional Central Billed transition credit reports.

Detail of
GSA
adjustments
(for
centralized
billing)

Query by Bill
Period,
Vendor,
Contract,
AHC and
Service

Includes
transition
credits
(identified by
TCRin
adjustment
reason)*
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GSA

U.S. General Services Administration

Federal Acquisition Service

Charges by Service report sample

Select Report Criteria

Bill Period | Jan 2005 v ! Vendor

Wendor2 | Contract |Universal % | AHC i TEOT 0000 0000 0000 0000 0000 0000 - Bil

v E2

R —
Central Direct | Certral

@ Hige Selection Box Download (=] @ User Guide

GSA

Contract: Universal
Vendor: Wendar?
Agency Hierarchy Codle: TEQT 000000000000¢
Line of Accounting:

TENMABCDODOODDOODDOOO0DOO00D | 116.01( 000 (226225 (0.00 (0.00 (45207 0.00
TEM EF GHODOODOOOODOOOOOOOO0D | 222,07 000 (142663 (0.00 (0.00 (462585 0.00

0.o0
0.o0

283232 000|904 X62.2¥( 000 DOO) O.00(0.00 0.o0| D.O00|3ETE4E0 2
223225 000|992 045 0.00) 0.00( 000000 oo0| p.o0) 995151

1-2

Total charges by
AHC and service

Partial screen shot
—report includes
additional fields for
each service and
subtotals by
service type/
category

Query by Bill
Period, Contract,
Vendor, AHC and
Central/Direct

Download only — no
print option
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U.S. General Services Administration

GSA Federal Acquisition Service

UBI Summary report sample

Select Report Criteria

Bill Period | Jan 2008 |  Vendor |vendarz

Contract |

riverssl v | AHC | .TEO1 ABCD 000D 0000 0000 000D 0000 - Detail Certral ~ | [N

Service E--AII- -v | Central Direct | Central vi

@ Hide Selection Box % Prirter Frisndly Dowerilosd = @ L=er Guide

Networx
GSA o s 0 Summary of
A 4
Detail Level charges by
Contract: Universal Bill to AHC: TEQ1000000000000000000000000 Vendor Un Ique
Vendor: Yendor2 Agency Hame: Agency E01000 illi 1
Agency Hierarchy Code: TEQ1 ABCDOO000000000000000000 BOAC: TESTOM B ! I I I ng l nd I Cator
Service: Central/Direct: Central
Line of Accounting:

0  Query by Bill

Contract Wendor CiD Usage SJr?rhg UsF CII:::IB PerIOd’ Vendor’
Universal Vender2 TEO1ABCDO0000000000000000000 ACS UBIACTEC1AE € 0.00 000 000 0.00 000 000 0.00 Cont_raCt’ AHC!
Universal Vender2 TEO1ABCD00000000000000000000 CPCS UBICFTEDMAE C 0.0 163,08 000 0.00 000 000 163.09 Service and
Universal Vendor2 TEO1ABCOOODDO0O0000000000000 FRS UBIFRTEO1AE € 0.00 asza7 0.00 000 4869 0.00 501.66 Central/DireCt
Universal Vendor2 TEO1ABCD00000000000000000000 LMRS UBILMTEDM2B C 000 000 1,070.00 0.00 000 000 1,070.00

Universal Vender2 TEO1ABCD00000000000000000000 MFS UBIMFTEQM2B C  0.00 o000 1070000 0.00 000 000 10,700.00

Universal Vender2 TEO1ABCD00000000000000000000 MTSS UBIMTTED1AB C 0.0 500.00 oo 10500 000 000 §05.00

Universal Vender2 TEO1ABCDO0000000000000000000 NBIP-YPNS UBINITEC1AB  C 000 0912 000 0.00 000 000 99.18

Universal Vendorz TEO1ABCDO0000000000000000000 SOMETS  UBISOTEQMAR  C 000 399354 oo 0.00 000 000 3,498.54

Universal Vendorz TEO1ABCDO0000000000000000000 TFS UBITFTEO1AE  C 0.0 000 5,041 05 0.0 000 000 8,041.05

Universal Vendorz TEO1ABCDO00000000000000000000 TS UBITWTEO1AB C 000 157653 oo 0.00 000 000 1,576.53

Universal Vendorz TEO1ABCDO0000000000000000000 WOIPTS  UBIITECIAB  © 0.00 000 oo 0.0 027 000 0.27

Universal Vendorz TEO1ABCD00000000000000000000 W5 UBIVCTEDMAE  © 0.00 100,43 o 000 000 000 100.43

Subtotal TEQ1ABCEO0000000000000000000 000 639074 1981105 10500 4896 000 2635575

Subtotal Universalifendarz 000 633074 1981105 10500 4886 000 2635575 20

Total 0.00 6,390.74 19,811.05 105.00 48.96 0.00 26,355.75




U.S. General Services Administration

GSA Federal Acquisition Service

GSA Disputes report sample

0  Detail of
disputes
Sebect Fie ot ©1iberia Vendor | vendorz o ANC | TEON 0000 0000 0000 0003 0000 0003 - i - n initiated by
Wvobes Dato |40 W Sautg Coda | 4 - GSAon
: - behalf of the
Gow Biop b, Range- From | To
Agency (for

centralized
billing)

MNetwors
G4 Qe

@ Hicke S=dachinn Box 3‘1!-‘.5' Frmndk & Diveenicaad (= @'JM e

Comtract: £1 Bl § o AIC= TED 000000000 D000E0 000000 AHC
Wendor: Yendo® Agency Home: Aoency EDNO0D J
Adieney His areley Code: TETOO00000 DOOC000 0000000 RO TESTOH Invoice Date
Twoice Datas ALL
Lt off Acioiiing: and Status
Code.
G Dispette Recarded Charged Disputed Withheld Adjustments Optionaj
Wendar C oty acl Ha Diate Serwice Type Dispurie Reason Amt Amt Amt Received flt b G
Vendes Unbeeial  SOWTISEO001 Closed Final Disputed = 315000 120007 TEOADCEOOOOOC000O00CCCANNDD URITFTEDAAR 12H2KF TelkFras Puplicate biling shamges 5.00 500 0.00 (5.00) |_ er by Gov
VendoZ Univesal SDWTISFO00E Closed Final Disputed == S5000 1220007 TEM ASCEOOOO0000MOOOCO0000MD UBRITEDIAE 12MZAF Waice meel IF Tionsport Fries nel matohed in Fier | 760010 41026 0.00 [410.25) D|SpUte
b ckal far Irenics Dabs 12-DECO? 78510 41525 0.00 (415.25) Number.
Total Charyes 76510 41525 0.00 (415.25)

0 Download
includes
additional
fields.
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GSA

U.S. General Services Administration

Federal Acquisition Service

Break-On option and report tabs

EWEEETIE 0 Usethe Break On
elect Report Lrmeria H
Bill Period | YTD 2005 ¥ | Vendor | -4l v | Contract | -al- | AHE | TE* 0000 0000 0000 D00 0000 0000 - Summary v m gll,'lee a':z ;3 g Ellrp rr_] esptoci,t
Break On | Vendor -7! CentralDirect _-AII- » Into Separate
tabs, depending
@ Hide Selection Box S Printer Friendly o Downioac (51 @ User Guide on your other
(A VendorT ) Vendor? | query selections.
THIS 1S MOT & BILL - DD MOT PAY
e 0 Appliesto the
‘ (il emer CCOUr ‘
GSA S e GSA MSOA and
SammaneLewsl Service Summary
reports.
0  The Billing
) Summary will
Break On Other Query Option Result automati)(/:ally
Bill Period Bill Period = YTD Tabs by month show tabs by
Contract Contract = All Tabs by contract o The printer
Vendor Vendor = All Tabs by vendor friendly option
will show all the
Central/Direct Central/Direct = All Tabs by central/direct tabbed reports.
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GSA

Federal Acquisition Service

U.S. General Services Administration

Report query AHC selector options

0o 3 options for AHC selector, depending on how many AHCs you have

o Dropdown list — fewer than 500 AHCs (system default

SN—"

0 Popup list with filters — between 500 and 2,000 AHCs
0o Popup list drilldown with filters — more than 2,000 AHCs

0  How to change your default option
Click the My Account link
Click the Change My Preferences link.

3.  Click the down arrow next to AHC
selector type and select an option.

4.  Click the save button.

5. When you return to Billing Reports,
youll see the new AHC selector type.

My Preferences

Common Elements

Download File Format

Alternative Start Page

Rows per Page

Inchude Column Headers in Download File

Agency Billing

Default Report | Service Summany ke |

AHC Selector Type

Popup List Drilldown {u/ fitters)

Drop-down (for limited # of AHC=)
Popup List () fitters)
Popup List Drlldown uf filkers)
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U.S. General Services Administration

GSA Federal Acquisition Service

Dropdown list (system default)

Select Report Criteria

Bill Period | TD 2008 v | Vendor [-al % Contract [-al- + | AHC | TE* D000 000D 0DOO 0000 000D 0000 - Summeary v E3
; -
Break on | vend v | CentralDirect [ -4l ~
PERIGRIL [WERnGl =GRCIREIEREE | oy -Begins With (Enter Start of AHC in Field st Right-=)

SUMImary
TEO 0000 0000 0000 0000 0000 0000 - Bil

...TEQ1 ABCD 0000 Q000 2000 0000 0000 - Detail Central

i ..TEQT EFGH 0000 0000 0000 0000 0000 - Detail Central
0 Standard drop down IISt Of ValueS 1...TEDT MMOP 0000 0000 0000 0000 0000 - Detail Direct
TEOQS Q000 2000 0000 9000 ao0d oaad - il

0  Works for up to 500 AHCs .TEO3 0000 0000 0000 0000 0000 0000 - Detsil Central
|..TE03 ABCD 0000 0000 0000 0000 0000 - Detail Certral
: : ; ..TEO3 EFGH 0000 0000 0000 0000 0000 - Detail Certral
0 A']ICS _appefar 'B.hhe |I_Sté:1CCOI’glng to your . TEO3 1111 0000 0000 0000 0000 0000 - Detail Direct
selections for bill period, vendor, contract 1...TE03 MNOP 0000 0000 0000 0000 0000 - Detail Direct
and central/direct ..TEO3 GRST 0000 0000 0000 0000 0000 - Detail Direct

0  Choose from summary, bill or detail levels
(note: bill applies to central only)

0 Cantypeinall or part of an AHC by selecting
the “Begins with.. ”” option

Select Report Criteria
Bill Period | ¥TD 2008 Vendor [-Al- v | Contract |-Al- + | AHC | -Begins With (Enter Start of AHC in Field st Right-=) v |Begins | N--

Break On CentralDirect
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U.S. General Services Administration

GSA Federal Acquisition Service

Popup list with filters

Select Report Criteria

Bill Period | vTD 2005 |v Vendor Contract | -All- v | aHC
Break On Central Direct

TE** 0000 0000 0000 0000 0000 0000 - Sunmary |1 (&)

2} Select AHC - Microsoft Internet Explorer

Select Agency Hierarchy Code - 0  AHC list appears in popup window when you click on
e the arrow to the right of AHC
AHC Begins With :Id,——'
nciudes |
I 0  Works for up to 2,000 AHCs
Report Type  [W]Bil [v]Detail [] Summary
Biled [7]Certral [7]Direct 0  AHCs appear in the list according to your selections for
N G ) bill period, vendor, contract and central/direct

Al . . . . .
TE* 0000 0000 0000 0000 0000 0000 - Summary 0 Filter your AHC list in the following ways:
e L o T 0 Enter all or part of AHC in AHC Begins With field
.TEG1 ABCD 0000 0000 0000 0000 0000 - Detail Certral . )
.. TEO1 EFGH 0000 0000 0000 0000 0000 - Detail Central 0 Enter part of an AHC in the AHC Includes field
. TEOT MNOP 0000 0000 0000 0000 0000 - Detail Direct T .
TEC3 0000 0000 0000 0000 0000 0000 - Bl 0 Check/ uncheck R_eport Type Bill, Detall,
-TEQ3 0000 0000 0000 0990 0000 0000 - Detail Cerral Summary (note: bill app“es to central On|y)
..TEO3 SBCD 0000 0000 0000 0000 0000 - Detail Certral )
...TEOS EFGH 0000 0000 0000 0000 0000 - Detail Certral 0 Check/ uncheck central / direct
.TEO3 1111 D000 0000 0000 0000 0000 - Detail Direct .
.. TEQ3 MNOP 0000 0000 000 0000 0000 - Detail Direct 0 Select number of records to display
R0 ST DRD N0 ADDCACEC. 000 el [:ir_ef; 0 Click “Go’ to refresh the list based on your filters

T 0  Click on an AHC to populate the AHC field in the Select

Report Criteria box
25



U.S. General Services Administration

GSA Federal Acquisition Service

Popup list drilldown with filters

0  AHC list appears in popup window Select Report Criteria

when you click on the arrow to the Bill Period Vendor [-al-  |v|cContract [-al- + | aHe [T+ 0000 o000 0000 0000 0000 0000 - SUmmary | ] (ED)
rlght Of AHC Break On CentralDirect
0 Works with any number of AHCs 4 Select AHC - Microsoft Internet Explorer <l Select AHC - Microsoft Internet Explorer
0 AHCs appear .in the I|St _aCCOI’_ding Se!ed Agency Hierarchy Code Sel_Et Agency Hieralrchy Code
to your selections for bill period, el I i e B 4
vendor, contract and central/direct Inclurtes | | Feilics | |
i . . . Report Type () Bill () Detail (33 Summary Billz ta AHC |
0 \I,:\Il;t;sr_your AHC list in the following vl Blevetoinres | e
o Enter all or part of AHC in beciy [« B ED bied e Flbien
AHC Begin s With field TE** 0000 0000 0000 0000 0000 0000 - Summary 9 records | Display |50 v | (Go |
. TED 0000 0000 0000 Qoa0 0000 0000 - Summary 3 records
0 Enter part of an AHC in the TEO3 0000 0000 0000 0000 0000 0000 - Summary 6 recards © Back
AHC Includes field . TECM ABCD 0000 0000 0000 0000 0000 - Certrl

| TEODT EFGH 0000 0000 0000 0000 0000 - Central
! TEDT MROP D000 0000 0000 0000 0000 - Direct

0 Select one Report Type: Bill,

Detail, Summary (note: bill X Close Window | TECE 0000 D000 0000 0000 0000 0000 - Central
applies to central only) ) R

0 Check/ uncheck central /
direct

0 Select number of records to o  Click on the green number-of- o  Click on an AHC to populate
display _ record links to view the detail the AHC field in the Select

0 Click “Go” to refresh the list AHCs below a bill or summary Report Criteria box

based on your filters level



U.S. General Services Administration

GSA Federal Acquisition Service

E-MORRIS Help

o Contact Us link — FAS Billing Help Desk info
0 Phone: 1-877-944-8677 (toll free)
o Email: fashilling.help@gsa.gov

0 User Guide link
0 Detailed user guides (depending on access)
0 E-MORRIS presentations — training overview (public access)
o Future: video training files (depending on access)

0 FAQ link
o Answers to frequently asked questions (depending on access)

0 Reset Password button -
o Web form for automatic password reset

0 Request Assistance button —
o Web form for requesting assistance (other than password resets)
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